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JOB DESCRIPTION – Business Systems Analyst



	1. JOB DETAILS

	JOB TITLE
	Business Systems Analyst

	REPORTS TO
	Business Systems Manager

	DIRECT REPORTS
	None

	TEAM
	ICT

	LOCATION
	Morfa Gele, North Wales Business Park, Abergele

	SALARY DETAILS
	Grade SP Points 7-10 (£29,924 - £33,376)

	2. PURPOSE 

	To develop and maintain information and communication technology systems and services to support Cartrefi Conwy’s Business Plan & ICT Strategy.



	3. DIMENSIONS Scale & Diversity

	Working with all areas of the business.
Working with multiple main suppliers.
Supporting approximately 220 end users.



	4. 
MAIN ACCOUNTABILITIES 

	Support the Business Systems Manager in the development and delivery of the ICT strategy to ensure the business has the necessary ICT Systems to provide a flexible platform for future development.

Develop specifications and participate in system evaluations in order to identify solutions and services that are fit for purpose, can make a positive contribution to the business, and represent best value.

Lead implementation projects for new services, equipment, systems or enhancements. Completing relevant documentation where applicable.

Engage with all end users to develop and understand business processes and capture changing business requirements. Undertaking process re-engineering to improve business performance and support in identifying suppliers to meet these needs.

In consultation with colleagues, develop and design. 

Develop test plans and co-ordinate testing of new systems, enhancements and upgrades, updating system and end user guides, adopting full version control for all documentation.

Troubleshoot and provide solutions to Business System support calls, using multiple tools and resources to investigate the cause and document actions taken to rectify.

Install and test corrective programs received from providers ensuring change control procedures are observed at all times.

Identify any requirements for change to security levels that will improve efficiency or ensure appropriate separation of duties and compliance with approved authorities’ matrix.

Support, develop and maintain user guides and suitable training material for posts across the Business.

Act as a System Administrator on management information systems, controlling user access in accordance with ICT Policy.

Develop, amend or prepare management information reports to assist with the Organisation’s decision making. 

Undertake essential routine maintenance and tasks to ensure business systems are running at peak performance.

Participate in IT disaster recovery testing. 



	5. 
CORPORATE ACCOUNTABILITIES 

	To actively support the delivery of Cartrefi Conwy’s objectives: to provide an excellent, innovative and truly customer focused service.

To contribute to community involvement and tenant participation activities as required.

As a representative of Cartrefi Conwy, promote and maintain a positive attitude and image at all times.

To positively promote Cartrefi Conwy’s values; Committed to Quality , Doing the Right Thing, Quality

To ensure feedback is actively sought in order to inform service improvement for customers and develop more efficient and effective ways of working.
To support the development, review and implementation of Cartrefi’s Business Plan and ICT Strategy.

To utilise technology and systems effectively by developing appropriate skills, adopting efficient processes, and maintaining data security and accuracy.

To work collaboratively in cross functional working groups where required.



	6. WORK CONTEXT 

	The post is traditionally office based with limited requirement to travel to satellite sites.  Due to the current COVID working guidelines, working from home is encouraged and supported. . Travel to user group meetings and other events for research into new systems and services. The regular use of ICT systems and technology is a requirement of the post. A number of installations and upgrades will take place outside normal office working hours.



	7. AUTONOMY AND DECISION-MAKING 

	Examples of the decisions the post holder can take autonomously are:
· User access set-up 
· Lead implementation projects for new services, equipment, systems or enhancements. Design and issue reports to meet management information requirements

Performance objectives are agreed with the Business Systems Manager and performance is subject to review under the agreed Personal Development Review process.



	8. COMMUNICATIONS 

	INTERNAL
	Provide  Executives and Assistant Director Teams, where necessary, presentations, proposals or progress on specific projects / reports.
 
Where necessary, attend team meetings to provide updates and give advice on ICT matters.
 
Provide regular updates and feedback to relevant teams and project groups. 

	EXTERNAL
	Work with current Managed Service Provider (helpdesk support) on a daily basis as a member of the ICT Helpdesk.
 
Business Application System Helpdesks and Consultants as necessary to discuss and resolve faults and work on new implementations. 
 
IT user groups for business systems used by the Business. 



	9. AREAS OF COMPLEXITY

	Interaction between employees, managers and the introduction of new ICT systems can create complexities in managing positive adoption of systems, as user knowledge is not always aligned with the capabilities of the new system. 
Developing and maintaining the required detailed knowledge of all related technologies, parameters and processes in the modules of the integrated Business Application systems for which responsibility is held. 



	10. AGREEMENT

	Job Holders’ Signature:
	
	Date:
	

	Line Managers’ Signature:
	
	Date:
	




Version 4   June 2021                                                                                                                                     Page 1 of 3

image2.png




